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''I*- iNTRODUCfJON ' . . 

. . ■ ~ — T~ ■ • . . 

' ■■■ .■ i ■ . ^ 

Wa1cQnia,to t^e Sumnier Youth Employment Program 
(SYEP). As ^ worker in. this program you will 
have the opportunity to help your conmunity,/ 
learn some Mark sknTs, try out some jobs, / 
learn:about|the kind of behavior expectid on a 
Job, make nfew friends, la earn some rtioney. ' 
But most 0^ all you can gain work expenlence 
and learn about occupations and work in the.a- 
'dult world. Make the most df these opportuni- 
ties.— . ' , * I 

Your supervisor and the rest of us Involved 1 
SYEP are working to help you. / 
This manual will tell you something abbut the 
program. Its rules and pay procedures, and giv 
you some tips on behavior and hand; ing your mbn-' 

' •^llJi'thTs manual for reference a4d write down ' 
the, naiies, addresses and telepHone numbers of 



for this informt ion. 

■I II. - What IS syep? - r ' ; ^ 

SYEP Is the Summpr' Youth Emplti)Tiient- Pr^ogram 
funded by rthe feaeral gbVernment to 'givt young 
people ages 14-21 the chanty lo, S^k an^ get 
»^s01 sklps;^ It Is a chance for you to eairn: 
^.while you learn abdUt virork. ' t - 

A III. WORK ANQ. JOBffl ^ „ ; , 

, ■ . ' . ^ ..I . ' . . i _ ' A - 

Theri are many. d Iff ererft; jobs W SYEP. and many 
different organizations which pm^^ 

These organization^ are (Jl)led work 'sponsors and 

■ ■ ■' ■ ' . - ■ • ■ ■ . , . 

\ include social Service agencies/ conriunlty er- ' 

A . ■ ' 

• ganizations, culturaT, institutions » government S. 
, departonentSp and feome private empToyers. v Jbb^ 
,\ Include custodial Health, ^h^ clerical, ^ 
child cares public- safety, mechanleal mainten- 



W4&-wf,kSr Md resea assistance 
Some work spohsors pi-ovl^e vocational 
ra'tlpnj^hlch gives you the opportunity to 
^erve^an/ try out several, different jobs 
^ will -try to take^your Interests, and abiti- 
ties'^into account in. assigning yoij* to a job"! = 
However.^ don't expept a perfect fit'.; * Every job 
' is .useful .. Yotfr wil 1 Ingness to do; the job as-' 
signed and to accept supervision 1| an import- 
ant part of the ^program, i i 

Your suwrvisor will tell you about Wking^ - 



hours iob requ i remehts , and how to ^eha ve on 
-the job, and will answer any questions you may 



have. 



Under SYEp yqu, are allowed to- workk maximum of 
. per week. .The work sche- 
dule and total hours may be differ^er^t in differ- 
ent work sites. Lunch' time is not cjounted ^ a 
working hour,, 4 



IV. 



jfflRK RULES. 



. Mtadance: Your supervlspr w'ln' keep your time. 



^nd attendance r^ord's. These jre turned in 



every 
you. 



I 



■two weeks: Th^ are the .basis for p^u^lngV 
You must sign in and oflt on-'a timesheet 
when ^'ou arrive at your w,rk ^location .and when 
J<pu. leave, ^u will be. paid enly fo^:^ur timfe 
om the job, Vou are e)^pfcted td report for wrk* 
oti' tlnie. in c^se of Utfiness or^absence ^ ' 
nwsf e m yoor work supervisQr if- you are 111, 



rau mu 



llcall^ your superv1s6r or agency and- in- 



j;^onii-e|iMi of your absence before the regular \ 
j-work time or as soon- after as. possible " 
Suspension or Tprmlnation from Wof^Jc As sidnmpnt^ 
You maKbe iuspended ffr l^se yoyr job for: 
^' Repeated lateness or absenrp 



aving work without ggod cause ' You.- Will 
considered to have left work' if you walk 
0^ the job without peHnission of the super- 
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3- Breaking the rules such as doing something 
WMch violates the work sponsor's rules or 

i standirds of behavior, or other rules that 
you know about. « 



■# • 



• V- YOUR RIGHTS: ^RIEVANGE PROCEDURES < 

If you fe^l that you are beln^ treated unfairly 
first discuss your grievance with your supervi- 
sor or counselor. If the probtem is not resof- 
ved, you mjy request a review of your grievantfe 
by the Project D^^tor. If tfte Project Dl rec- 
tor does not resolve the grievance, you may re- 
quest 1n_wr1t1n£ an tnfonnal hearltig with the 
. person designated by the Prime Sponsor. If it 
Is stm not resolved, the Prime Sponsor repre- 
sentative will infonri you of the next steps you 
may: take. ' . 



Q 



You rnay' ricelve GOunsiTIng In connection with 
: Jraur/^rttclpatlon In this program. Ask your ' 
work supervisor (or counselor, or Ipnltor/cooi 
dinator) whom to see for help with. pflrsLl pro 
■ blerns or matters which relate to ypu^rk.^ 
Your supervisor should have a I14t of Igerteies 
, flnd people who can help you with medicaT;- tutor- 
fng, 'and other needs which may affect your wtfrk. 

yi l - TIPS ON STAYIN S WITH YDUR .inR ' 

Keeping a job requires more than, the ability to 
do it well. It means dealing with sucJi diffi- 
culties^s getting to the Job,, boredom with the 
work.^and pr^lems with other workers or your 
supervispr, Stay with the job, try to reduce 
these problems. By Improylng your own perform- 
ance and developing good work habits you may 
solve some of these" problems and get more per- 



sonal satisfaction. 

sSomt points for you to donslder are: * • 
A- Show up iverv dayv Your Job natds you just 
as much as you need it, If you don't show 
up, someone else has to do your work;, This 
could affect the, entire project.- If you are 
really sick, call your supervisor as soon as 
you are sure you. win be absent—don't wait 
unlli the last minufe. Give you^ supervisor 

' ' :i _ % ' ' ' ■ 

enough time to find a replacement for you. 
Conig to work oh -time . If you show up late 
fpr work, you are holding up everyone elge. 
Your supervisor must make sure that all 
workers show up on time. Being on' time ,re^ 
fflly means being earlv/V You should show up 
at your job at least ten minutes eamy. 
This gives you time to talk with friends, 
have a cup of coffee, or do anytTiIng else 
you want to get 1n the mood to work. Being 
on time means starting to work dn time, not 



what time you walK 1n the door. If you know 
you . win be late, let "your supervisor know. 
Find out how you arpjojjg^, if your super- 
vlsbr doesn't meet with you regularly to 
evaluate your progress, you should ask him 
or her how you are doing at Teist once a ■ 
week. You should, find out what things ydyr < 
supervisor thlnks you do well and- what things 
need to be done better^ You will know what ■ 
s you, need to try harder on. You will 



catoh problefTis 'before they get really bad. 

Don't be afratd of criticism. Most of the 
■time, criticism Is not an attack. It Is not 

meant to put you down or make you feel cheap. 

It Is meant to help you to improve yourself 
and your work. If your supervisor says that 
you need to do better.at something, ask him 
or her to show' you how to do It better. 
Listen and ask. Be sure that you know what 
your duties a^e and how to da them right. 



Wheri.you are being trained or given An- 

' structTonfi listen Very carefully and aSk 

as manyi|uest1ons as* you want. Don't be 

afrald'to sayT ''I don it understand,'', Be 

. sure •tha't you know. what you are doing be- 

fore you star*t a task. 

Keep busy . If you find that you .have run 

out of mrk .to do^ don't sit around vsaklng 

for somebody, to tell ^ou what to do next: 

look arouna, you to see what still needs to 

be done. If you don't see anything, go to 

your supfrvlsor and ask for more work. 

Do your best . Always do your best. Everyr 
■ ' ■ • ' ■ " 

one Is 'different. If you can work really * 

fast and still get the j^b- done right, 

that's great! If you are slower, but stea- 

dy and depenAWe, that's also very gotitii 

Just make sure that you are doing your best 

even 1f olhers are gopflng o/f. You may 

not enjo^ every' part ^of your joM. There 



may be some duties th^ you Just don't like 
or your supervisor rnSy ask you to do some- 
thing that you really don't want to d[o. 
Some tasks Just • platn have to be done by 
' , somebody, so do them well and get tfiem over 
with. If a task really turns you off, do 
It anyway, but tell your supervisor later 
that you would rather not have to do it of- 
ten if possible. 
G. Take care of your persnnal appa^^rflnrp Be 
neat and clean.' Wear clothing that Is right 
for the job. 

■H. Be, friendly . Make . al effort to get a-' 
long well with the other workers and your 
supervi sor . 

VIM. Y£UR SUPE^RVISUR AND YOU 

Your supervisor hal-the Job' of showing you the 
work that Is to be done dnd how to do it best 1n 
a safe way [u du this, yuur supervisor will 



1 -> /' 
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tell you about your job and your agency, and 
will dempristrate the work to be dbne and 
skills necessary to do the work well. If mach- 
Jnery or special equipment fs used on your job * 
your supervisor will show you bow to care for ^ 

It. , ■ / 

You can help 1n these efforts and make the work 
# 

experience enjoyable and a good learning ex- 
^perlence by reporting to work on time and fol- 
lowing Instructions, If you need help or more 
explanation about d task or job, ask questions. 
Your supervisor H dlso learning from you and 
can supervise better If aware of your pro^ 
blans. Dun ' t run dwdy f rum problanb or make 
believe they dren't there If you have any 
problems with your job, let your supervisor 

1 

know r ight dway bu that they can be eared up 
easily. 

You may be placed in different jobs as part of 
ygtli wOr K experience Lu y1ve yuU WlUer experl r 



ence and to show you new skill s. Be ready to 
take on new tasks. ^ 

IX. * Y OUR ^A Y ; 

You will be paid every two weeks. Your super^ 
visor will tell you the day of the week and the 
place to pick up your chetfk, and win explain 
the pay procedure: Your supervisor is responsi. 
ble for keeping ac'curate time' and attendance re 
cords for you. You can help by prbperly sign- 
ing your timesheet. Sign 'in when you enter, 
sign out when you leave. Do'' not sign in and 
out at the same time. You^^in^receiv^ja^e^ 
only for the actual amount of timp yn.) hflvp 
^nkelJurin Ohe py period . Deductions "in pay 
will be made for loss of time due to lateness 
and absences. There are also standard payroll 
deductions for social security and taxes which 
are explained below. 

You win be required to siyn your ndme to re= 



ceive your payc^4ck. Sign your timesheets and 
payroll sheets jie same waf eac h time. You ' 
. wm be given a| Identification card. Thfs 
card will be required. for Identification to re- 
ce'ive your paycheck and it will help you 1h 
cashing your check. 

You win be paid at the current federal minimum 
wage rate. Your gross pay (that 1s, your earn- 
ings before deductions) is the number of hours 
you worked during the pay period times the wage 
rate. Your ch^ck, however, will be for the net 
amount due to you after all the deductions. . 
If you earn $155.00 during a two-week pay period 
your check may look like this: 
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FEDERAL BAMlf OF AMERiIa 
220 Main Street ' / 
Wew York, N.Y. lQ07r ' 

■•IN PAY IQ TNI OiPII iP 

Jamas Brown 



0 * 



N2 



DATE 



July 'A 19801 /45 



lE.i 




* NATIONAL CHILf LABOR COMMITTEE 
. 1501 Bfoadwaj 



§132(50 

— — -1 



^ew york, N/f. 10036 



TOTAL 
HOURS 




N !^ 


^□S DEDUCTIiDNS 






pEhIOP 












FICA 


Fed. 


State 


City 






NET 


50 


W55 


00 






—1 
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50 


9 


20 


2 


60 


1 


20 






22 


50 


132 


50 ■ 
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You .will note that your check is for $132.50, 
not the $155.00 that you earned. Look at the 
check stub and you will see where the differ- 
ence of $22.50 went/ First, you paid $9.50 
for Social Security. Sometimes this is stated 
as F,i,C,A. which means Federal Insurance Con- ^ 
tributlon Act. ^/I^ext, federal, state and city 
taxes were deducted for fax deductions^amount- 
ing to $13.00. ($9.50 Social Security + $13,00 
Taxes ^ $22.50 inductions). Not every state or 
localLEommunity requires that you pay taxes, 
The "^^^^rtain deduction 1s for Social Secur- 

Be s^rf^ t o sa^^y r checlc stubs, ' At the end. 



of the year or the , beglfining of ^next year, your 
employer will send yqu a statement of your to- ■ 
tal earning* and^ deductions fur income tax pur- 
poses. Compdre this statement aydinst your Qwn 
records (btubb), 1 f) dedutt ions for taxes were 
made, you will probably be entitled to get back 



most or an of this money, but to do this you 
must file income tax returns next year. This 
1s why 1t Is important for you to save your ' 
check stubs. You could get a refund of as much 
as $104.00. . / 

• X. TIPS ON BUDGET ING YOUR MfiNFY 
Setting paid once every two weeks may be a new 
experience for you. To get the'most use out of 
your pay and have more than a few cents to last 
you until yeu get paid again, make a budget ! 
A budget is jup^ list of all the items you - 
ws: to buy or fj^penses you must account for he- 
fore you get paid agdin. ^ 
The main problem wfth money is'Ttot having enough. 
No amount of advice ur wiie budgeting will In- 
crease the diiiOunt ur Mionay yuu yet. However . 
pr\)per budyetlny la d way uf p|a,i,i|ny how yuu 
will use' the iiiuney yuu du fiave au LhaL yuu car?, 
pay for the Uihiya ^Uy liavc "lu have and SOiiie uf 



lb 



the Other thlrigs^ypu want. If you budget you 
w1,ll have a good Idea of what you have to spend 
and where 1t goes. 

Your budget can help you decide what expenses 
you might be able to cut down in order to pay 
for something else you want (a date, a trip, 
' tickets to a ballgame, etc.). 

Making out a budget is easy. You juSt have to 
write down how much money you earn and jake 
home, list your expenses, then compare the two. 
You get paid every two weeks. Remember to fig- 
ure your expenses on a two-week basis. 
The form on the next page Is a ftmple you can 
use. If a different form works better for you, 
use it, , You should have a small pockrt-sized 
notebook to write. down everything you spend, 
1^ including alT the things you usual 1y ^doft* t re- 
mernber--newspapers, stamps, a movie, recorts, 
etu. , ' = 
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S AMPLE BUDGET FORM 

'Amount 
Earnings (every 2 weeks) 
Deductions From Pay 

Federal and other Taxes - 
Social Security Tax 
Other 
Total Deductions 
Take Home Pay ' 

^ Expenses (for 2 weeks) 
Travel , 

Fopd (lunches, snacks) 

Clothing (new, cleaning, 
repairs) 

Contribution to family 
or house 

Toiletries (soap, deo- 
\ dorant, hair dressing - 

Miscellaneous (odds a'nd , 
ends) 

Savings or Checking Ac- 
count 

Totals Expenses 

Money Left Over to Spend 
on Other Items 

(subtract Total Expenseb ' 
from Take Hdme Pay)^ 



USING YOUR MONEY WISELY 

1. Plan Ahead! It 1s wise to open a savings 
account and make regular deposits. No mat- 
ter how small the deposlts^are It 1s good 
to put aside money for later use. The bank 
will pay you Interest while you keep the 
money there, ^ ' 
2- a wise shopper! Check out'and compare- 
prices on your desired purchases before 
you mkk them. A smart consumer checks 
the quality as well as the prices before 
buying. For example, one store may sell a 
record for $5.49, while another may sell 
the same record for $4.39. You could save 
$1,10 just by checking "Ground . 
Get the facts on layaway items (time pay- 
ments) before you decide on that kind of 
purchase, so as not to lose money needless- 
ly. If you decide on buying something on 
a time payment plan, be sure the amount of 

' nn 
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your payments is within ^your budget. Time 
payment purchases ^usually cost more than cash 
purchases. 

4^ Read the labels . Know what you are getting 
before you buy It. Items maylook'thfe same, 
but my. not be just as good. Read the war- 
ranty^ know what parts are covpred.in case " 
something breaks or doesn't work- 

5- Know the st oreys policy with regard to re- 
turning Items before you buy. Not all stores 
, hai/e a money-back guardntee or exchanye. 
When in doubt, ASK ! 

A fAjAL word , . ' 

In the course of your work yuu will bee suiiie 
things which Ldii be luijjruv^d Wc v^uuld depre- 
ciate an^ suggebtluns yuu liave fur iinproviny the 
progrdni fur next year le I 1 yuur bUMcrvisur 
Good luck I hnju> yuur bUiriner wur k cxper leriwe 
We are louklny fur ward tu wur klny wILfi yUU . 



I 'MPORTANT THINGS TO KNOW 

Name, address_, and telephone number of 
my worksite ■ 

Name, address and telephone number of my 
supervisor ^ 



Name, address and telephone number of my 
counselor ' 

Dates of employment: Start on J_ ^_ 
End on 

Hotjrs^f workL hours a week; 

_^_jL _ : ^ hours* a day., 

Time records: I sign In and out at: 
place, tlrne, day of week 
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I am paid $ . an hour for each 
worked. f 

If I lose my paycheck I shWld notify 



I get my paycheck at 

(address) 

on a t 

Tda>; of week)' (hour) 

^ t 

My Identification number is 



■I 



